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MEMORARDUIM FOR: | | |
Acting Chier. ClaseiTisation & Seiary Administrstion
Tiwimios:
SUBJECT: Fopalrn Locronie Tresch Classificetiop Swrvey.

Position desoriptioms vrepared by Foreign Documeiis Branch personuel
vore reviewed, and desk suiita were sonducted in oprder to clarify discrevs
ancios botween position descriptione and officlal Job sheels. Individuel
positions were discussed with swpervisary persamel, in order Lo gais feil
understanding of type of respousibilities delegmbed, ot AWOWHL i BEpEY -
vision exercised. Problems relating »o the cwurrection uof misessi fweents
and to ssteblislment of new positions were ¢iscussed with| |
FOB Administrative Oiticer.

A mibstential muder of sramlato's are missseigned froa tho staoc
point of physicsl loosticn within the Srenmch cygmnisation. Posiiion o=
trol records &c not show current sseigments of these individuals.
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stated that the Brench wns unadls tc estimate the &wration & .
assignaents and detalls. The following information was obtalined in this
oommection:

Branch offioials state thet £lexibility in the assigmment o trams-
1ators has Doen found necessary for the completisn of FIB translation
projects. These projects vary as to suject mstier, legth, prioity,
and foreign langunge element. In as much ax these factors ommo: bo d-
termined in sdwance, it iz 1ifficuli for Beench ¢fficials to atass thai
a translator will remain in s cextain slot for emy length of %ime. Nuu-
erous T/0 wecanclos in treaslstion slots create sn smdditiomal Froblem in
the assignment of persomnel. All translators perform the eeme dutiew,
the distinguishing factor between individusl tramsiators delng the desmgroo

and type of lingnistic mbility. The Branch epdasrors 49 frenigla-
tore who ave familiar with = largs nimber of langunges, brenali-

fiom parscnel oan be uwtiliszed in as many SEStS & peesibls; and m 88
meny foreigr langumge translstion projects as possidle.

Assigament of » tramslstion projest praas o tuo-fold prebles,
Translators possessing specitio lanavege eBIISLy mauwhike assigned to =
project. P-3 Doswmeat Exploiters, of Ditelligmoe. e of bigher
grade who possess specific area and svdject matter Xpovledge, mist work
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with trenslators from a supervisory and advisory angle. Transliators
and Intelligenoe Officers possessing knowisdges necessary to dewelopment
of = glven wroject may not be swailable within the seme organizational
unit within Branch. ¥For exmxple: At full T/0 strength, & certain unit
such as the be composed of an Intelligence Officex Pami-
1iar with and with arisntal languages, end of one or more
WMMWW The @moject to be assigned
night deal with , but amterial to bde exploited and tranelated
might de written in Fremsh, Datch, stec. Tims, a traxslstor possessing
rummhnme-hﬁuﬁytuﬁulhmm-unb'ihﬁmﬂhdcm'nwﬁup.&tm*uw
for the duration of the project. leagth and priarity of oro-
require the detail of several translators rather than Just onme.
ﬂwmmmzmmmgmxww it wonld
mwmwmumummmmwlmu-
tic ability. It is possible tiat this indtvidual might be the only perscm
in the Irench capabls of handling the project. In such a case,
hyamuwﬁfmcauﬂ:urbyimyaaraﬁuﬂﬁ;nmumrSaﬂﬂxm&mmﬁibacutef
the guestion,

Under these clreumstances, it can be seen that the transler ané loan
of translation pevscanel between umits within Branch is unsvoidable.
Efther trasslators mmst de detailed to geographic desk or ssctiom, or
nmnmmhmmyyunmmunl:runspmymmhhaamnnﬁutti.<ﬁﬂaﬂhﬂtﬁaﬂmﬂ:ar
section vhers tranalators are awiladls.

Branch officials have sdvanved two proposals. Thay feel that the
adoption of either ame of the fallowing proposals would aid in solving
problen of missssignment stemming from rroject needs and current T/C va-
cancies:

1. A block of 11k trenslators would bo assigned to FEB, withont in-
position of gquota on grade ratings, or cu muber of trenslstcor slote with-
in each Division. Gmﬁhnnﬂungniumulhalshmmknﬁ.@u in Trenalation
Service Division at pesent) by number of languages and dagree of profi-
cioncy In those languages., Assigment of trensliators to Divisions end
Secticns would be determined entirely by projeet dessnds, and would be
controlled stringently dy the Adninistration Offioe. ‘Hutimudcmhmn
ate necessity for anticipated T/0 incressss in ocertein Sections and Divi-
sions whose alloted mmber of trenslator slots may be filled, while over-

2. Owerall quote of translstar slots for each Division as s whole
would be established by T/0, witbout imifcation of grede ratings or of
physical looatiem within Ddviaions of translation persomswl. (amde
ratings would be determined dy nunber of langusges and profiociency ia
those langunges. Division guotas as to muabers of transiation perscnnel
would be observed. Assigomeni or detall of translation perscamel from
cne Blvision to another woulld de repartsd to the Persommel Branch ca Foarm
37-3, when such assigmment or detail wes beli , & Swration of six
monthe or longer. e - mEEUE RERS
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Fron a classifiocation standncint, it is folt that thers would De 1o objec-
tion to either of these proposals. As long as trauslators ave pexforsing duties
in sccordance with degree and type of limguistic adility ss outlined 1ir jJob
shaets approved by the Civil Sexvioe Commission, slassificaticn reguiremmnts
are satisfied. JIowever, adopticn of either coe of the yroposals would pose
& problem from the standpoint of control of numders of slots and grade ratings

assignod to Brench. It 1s felt that the seccmd proposal, 1.0., comtrol of trans-

lator slots on Division lswel, would be more smsaable to existing positiom con-
trol procedres.

It is felt that sdoptiom of eithar one of these pruposals should de limit-
ed to trumslation personnel. Frofessicual personnsl of P-3 retdmgs and obave
should be assigned to Imdividual slota within organizstional nnfts. Adoption
of either cne of the pweposals would rednce emowmt of paper yrooessing of per
somnel sction requests, and of official perscansl actions. Insceuracies as ro-
gards crganizational locatiom of perscnne) on position centrol records aad
offioial perpoxmel actions would de reduced to miwnfmm,

Individual desk audite plus disoussiocns with supexviscrs dtsclosed that
certain translators in grades CAF-7 snd CAP-8 are perfarming or have psrfarmed
ons or more of the varied duties ineluded in the P-3 job descriptiom.

[ states that the majority of these individmis are being ocnsiders
yromotion on basis of dagres of linguistic ability, and that persomnel action
requests willi de submitted wyon completicn of classification murvey. Indivie
duals not recommnded for promotion at this time are serving as traimees for P-3
lsvel, and axe not gualified for promoticm to CAF-8 on desis of linguistic
ability. states that yromotion to P.3 lswvel would not bo recom-
aended un 5 are able tc perform all phases of the jobh. Such phases
include expert adility as a trmnslator, sdility to select, review, and .
intelligence infopmation in snewer to collectiori dtwectives. and the exercise
of eppropriate ares or background inowledge.

Poaltion desoriptions hawe been prepared for s muuder of new positions.

Information regarding these pomitions was cbtained from fyos
supervisory personnel, and through desk audit vhere suck was B

Proposed Urgacizational

1 ; Title Grade Yooation

Scientific & Teach. Div,

" APHT Clerk - CAR=5 HBeoords Section

/;
il

AD¥% Clerk CAF-h
- A0¥ S Prangiator CAR-9

A“oated Ulerk TypIst BT
RIS crerctarr (Steno) CAP=4 .
RIBG6 sccrotary (Steno) CAT =4 avow

"?"‘7’ Inf. & 2d, Clexrk CAP-5 Réitorial Section
" <7087 FProofreading Clerk - CAF-& Editorial Section
42029 pattar " P Bditorial Section
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The fTollowing discussion outlinss survey resuits by arganisational umit
within Branch:

LAdzdinistrative Offlce

I icmhdl,1-ih&nu:ﬁtothscﬂhdaa&ﬂauumtﬁhtEntknr
slot, ¥Eis promotion hna been reccumendad. CA?-$, is dstalled o
the CAP-11 Administrative Officer slot. IPotk ars paxforming &u-

ties a8 listed on Job sheets.

CA¥-4 C{lerk-Stenc., has been detailed %o the Beleatifio
amlJEmEEiITEtﬁm;u A wacancy exists in the CAF-4 Becretary slot. ilack

of clerical and secrsiarial persoans]l has casesd the main loed of secretarisl
and record maintensnce activities toc fall omf | Adatnistrative
mhtmt, CAR~T . s not been perlo oz sore of the sdnmin.
istrative dutles descr Jeb shest. tated that abs
is plaming to resign, and that this wacancy will be Tillad by an individual
ﬂhatdxtjudhmnsxlimunatd‘ﬂuyyn&ﬁ&n, In order that secretarial and
record maintenance funoctions may bs perfor-ef on appropriate grade level, the
CAP-b Secretary wacancy should be £illed.

4 redessription of CAP-3 Clerk positioe has besn preparsd. Propossd
grede is CAP-h.

Heoord Seotlon

Fepuet preparstion Pupotions ordginelly sassigned to this Sestion (formerly

ncwn as Comtrol Beetion) are mot bsing performed an somplste bamis.
is charged to CAF-O alot as Assistent Chief of Section, but is om 5

Admindietration Offico. ie has retained a portion of his duties relatinc 4o the
Tinel compilation and veview of the Branchk ccst ascounting report. In order to
substantiate present gredes, full respunsibility for the preparatiom of reports
should be centralized in this Bectien. ourrantly assigned to CAP-T
slot, dut detallsd Lo CAF-9 Assistamt Chief . nol hnéd an opportnnity to
perform all the duties of that position. IPricr to promotion to CAP-9, he shounld
be given opporiwmity to ssrve as ths fulli uzssistant &0 the Chisf, Reccrd Section.

Iocresse h;nm&umc#?yﬁﬂnuulhﬂmnaéiw'Bumﬁhhnu!nmnn&ﬁlﬂhuvﬂhﬂn
of record sctlivity in this Section. El!bmuuhdgl |ynﬁMMn1nsia-
‘tnﬂ&gﬂn&incm&u'm:anwnunsuhnmn:nnmnnsiarummiaﬂﬁmﬁvsnmmﬂuﬁ

resvdmission of CAF-7 Job for & CAN-9.Investigation revesled that duties ars

covered by existing Job sheet. lndwﬂﬁthu&ﬁuzﬂx'muﬁhﬁmﬁnntwtd&uﬂwuwa.

L. CAR-5 Clerk position desaription has besn prepared.
Editorial Bection

The professional persomnel are perfarming duties as listed in jod sheots.

Dus to shortage of lower-graded clarical and typing personmel, Indtvidusls

mumpuﬁuhathatuxes:@ﬂnw&ﬂlahu%.mﬂvﬂﬂs:gumungaxpmﬂanncﬂ“ﬁw&rt&meun
A CAFP-4 Proofreading Cler:
el of proofresding oan

be estadlished., This

;ﬂﬂﬂruﬂumg,timtaaxmhunmao,anatgpﬂmgamumn
position desoription has beem ¥ p a _
bo raised from CAF-3 to
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Classification survey reveaied that the majority of FOB personne’ ere
classifled correctly as regerds title, service, series, and grade. A totsl
Mﬁﬁm submitted descriptions of thedr pesition. Th as mich as

mrench persoanel cell for quartee snding 30 June 1948 fs[ | it is 25X
asaumed that approximately ots were wililied at the stert of the olassi-
fication murvey. Zach pos?t deseribed on Form T5 was Investigated either
tlrough diescussion with asppropriate-guperviscr, through deak audit procedmre,
or torough desk audit pive discumsion with supervisor. A total of sixty
positions were desk sudited on s smpot cheak bagie, such positions being rep-
resentative of the varled types of pomitions within NER. Results of waxvey
are sumarized as follows:

1. The Civil Ssrvice Commission has approved all nsw positions in PO~
posed greades.

2. Ten promotions (cther than on clerieal level) are being reccemended
by the Brancl, dased cn Rranch estimate a3 to degres of linguistic ability.
These promotions are not dased on Limited performance of individnals In
trainee espacity on P-3 level. Additional vromotions ars under consideration
3y ¥BB officials.

3. With the approval of new grades, = total of spproximately fiftéen
clorical promotions will be mads possidle.

e
L. Jefinew position deseriptions have been yrepared. Necessery T/0
adjustments should be effectsd nriur to use of such pomitions.

Jeo Four individual adjustments as to duties performed ars recomended
i order to maintain grede lewvel of certelrn positions.

6. Three reassignmonts of professicnsl personnel are recomusnded.

1. Elghteen reassignments of trenslator personnsl (out of a total af
3U translators working in Brench at start of survey) would be necessary in
ordsr to plase such persommel in ccrrest slots under present T/0 veguire-
ments.
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